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UNITED STATES INTELLIGENCE BOARD
COMMITTEE ON DOCUMENTATION

MEMORANDUM FOR: W#ield Reporting Officers, USIB Member Agencias
SUBJECT s Titling of Information Reports

1. The intelligence components of the U.S. Government now operate
through a Committee on Documentation of the U.S, Intelligence Board (UsIB)
%o coordinate their information storage end retrieval programs. These
programe range in socpe from the development of improwed indexing and
dissemination techniques to efforts to incresse the usefulness of the
physical document and the sditorial formet of its contents.

2, Among the editorial features of information reports, titles play
an important role becsuse they provide the subject indisatorz which help:

a8, analysts to determins priority of attentiom to incoming
intelligence.

b. indexers to aatt/bliah the catalog card records from whish
analysts subsequently select for retrieval the particular
documents pertinent to their nesds.

S. disseminators to cbtain orientation in the rapid reading
of reports for determination of consumer interssts,

d. central mail and storage systems to record and identify
classified documsnts for sesurity and retrieval PUrpcsss .,

3. The extremsly large volume of present-day reporting makes poor
titles a problem of mare than routine importance. Some 300,000 different
information reports (in an estimated 10,000,000 copies) are now processed
into headquarters offices annually. Of this volume, the CIA indexing
system, for example, presently finds it mecessary to expand over 30% of
the titles to make them reflect subject contemt more acourately. In s
recent survey of ecomomic analysts, 60% of those queried stated that
inaccurate and mislsading reports titles were a frequenmt sourcs of difficulty
in their work.

CeOxNeFel<DoEeNaTeTA-1
Approved For Release 2004/04/01 : CIA-RDP80B01139A000200020005-5



T

Approved For Release 2omﬁgp;icmmgmg9A0002000@905-5
Attachment B
w2 = CODIB-D-26
e . ¥ March 1959

4., For maximm usefulness an informetion report title should provide
an unanbiguous clue to every major theme discussed in the report it describes.
The journalistic requirements of who, what, when and where should be regularly
satisfied. Unlike journalism where human interest often affects title selec-
tion, intelligence profits from emphasis on the factual and on detail. The
person, place, organization, weapon or commodity central to a report should
be identified in the title of that report. ‘

5. Intelligence literature searches among the more than 3 million post-
war information reports regularly yield lists of dooument titles numbering
4in the hundreds and thousands. The analyst receives minimmm assistance in
determining from their titles which documents to consult in full when these
titles read: ‘

A Chance to Commemt"®
"Transzittal of Document”
"Msteorological Observations on a Teapot®
| "Political/psychological”
I
"Industrial Potential of Springs" 25X1
"Wat Chine's Scientists are Doing"

\ There will be substantial benefit to users and little added cost systems-wise
in extending the average 2 - 10 word title to 15 or 20 words vhere appropriate
and necessary to indicate the precise subjects and actions covered in the ‘boxt..y

6. The USIB Committes on Documentation is now seeking the incorporation
of instructions on effective reports titling in the service manuals of the
member agencies. In the interim, the assistance of reporting officers in
assigning full titles to their reports will comtribute significantly to the
muximum exploitation of their information by headquarters recipients.

.y The collsction instructions of some USIB ggencies require a suumary at
the head of esch document to enable intelligence produsers "to quickly
determine whethsr they have an interest in the report". As a rule, however,
thesn are too lengthy to be incorporsted into imdex card records. Some
duplication of title and summery content would not be costly in such
situations, and might not prove necessary in practice,

Somas USIB instruotions, e.g. AR380-5 par. 58e, aleo state a preference
for unclassified titles in order to simplify title referencing umder
security regulations. None require that this take precedence over the
objective of maximum title utility to users.
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UNITED STATES INTELLIGENCE BOARD
COMMITTEE OF DOCUMENTATION

MEMORARDUM FOR: Committee on Documentation

SUBJECT ¢+ Collection Imstrustion on Assignmsnt of Information Report
Titles

Paragraph for incorporation in intelligemce sollestion instructions of
the USIP member sgencies under section dealing with "Reporting”:

"Pitless Determination of an effective titls for an informstion
report is a matter of increasing consequence to intelligence
producers and information storage amd retrieval systems st head-
guarters, The drastic rise in the voluws of post-war reporting
has stimalated large-scale efforts to improve information handling
through the application of photographic and electronic equipment.
For speed and efficiency such equipment must index a maximom of
information with a minimm of subject indicators. Titles provide
ready-made subject indicators well suited for many handling and

searching purpoges.

Titling of intelligence information requires emphasis
on the factual and on detail. The jourmalistic requirements of
who, what, when, and where should be regularly satisfied. The
title should provide an unambiguous clue to every major thems
discusped in the resport. Idemtification of the person, place,
institution, commodity or weapon central to ths report becomes
ipvaluable later on when a user seeks to determine which decuments
to consult in full while scamning lists of titles in an index or
bibliography.”
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